
INSTRUCTIONS FOR CREATING A MONTANA ePass ACCOUNT  

& SETTING UP THE “FILE TRANSFER SERVICE” (EMAIL)  

21st Century Community Learning Center (21st CCLC) programs are now allowed to send in student level 

information (i.e. documents containing student name, birthdate, school name) to the Office of Public 

Instruction (OPI) for reporting purposes; however, all documents that contain student level information must 

be sent through the secure email service, Montana ePass. Within ePass, you will add the email service called 

the “File Transfer Service”. Instructions for creating an account and using the ePass system are below: (If you 

have already set up an ePass account in the past, you do not need to do it again. You can continue to use the 

system as before.) 

IMPORTANT NOTE: Please DO NOT send any student level information or documents containing student level 

information to the Office of Public Instruction’s (OPI’s) 21st CCLC program through your regular email server 

(i.e. Microsoft Outlook, Gmail, Yahoo, etc.).  These servers cannot guarantee that the student’s confidential 

information won’t be picked up by potential computer hackers. ONLY USE Montana ePass. 

 

 

 

 

 

 

 

 

 



 

 

 

 

2. TO CREATE AN ACCOUNT: 

A. Under:  
“Login with ePass Montana” 

Click on  

1. OPEN THE ePass HOME PAGE: 

A. Click on this link to access the login/create a new account page in ePass: https://app.mt.gov/epass/Authn/selectIDP.html . (Save this link under your 
“Favorites” on the top menu bar) 

The Welcome page looks like this: 
B.  

https://app.mt.gov/epass/Authn/selectIDP.html


 

 

 

2. To create an account: 

B. Under:  
“New User” 
Click on 

 

 



 

 

 

 

 

 

2. Create an Account: 

 C. Complete this page, then at the bottom, click . The OPI will not 
have access to your password,  Please keep passwords in a safe location. 
 



 

 

 

 

 

2. Create an Account: 
 D. You will receive the email below after you Save Changes with a link to validate your account. 
Once you validate your account, you may begin logging in to send and receive emails. 
 



 

 

 

3. To login to your account: 

A. Under:  
“Login with ePass Montana” 

Click on  

 

3. LOGIN TO YOUR ACCOUNT: 
 A. On the ePass “Home >>Welcome to ePass Montana” page  



 

 

 

 

 

3. To login to your account: 

B. Under:  
“Existing User”, enter your 
Username, and Password, 
then: 

Click on  

 



 

 

 

4. To Set up your email 

account: 

A. Under:  
“Welcome, (your name) 
Click on:

 

 

4.  Set up the “File Transfer Services” necessary to email student level data: 
This page shows both the services that you may add to your account, and any list of services that you may have already 

added to your account.  



 

 

 

4. To set up your email Account: 

B: Under “Add a Service”  

a. Scroll down the list  

 

 

 

 

 

 

 

 

b. Select “File Transfer 
Service” 

 



 

 

 

4. To set up your email account: 
c: Under “Your Services”, the “File 

Transfer Service” will appear.  

To save, click     

 

 

 



 

 

 

 

  

5. Sending and Receiving Emails through the File Transfer Service 
Once you have set up your account, you can access the “File Transfer Service” through the following 
instructions: 

A. Login in to the ePass system. 

5. Sending & 
Receiving 
Emails: 
B. Under  
“Your Services” 
Click on 

 



 

5. Sending & Receiving Emails: 
C. To Send a File: 

Click on  

To view Received documents, click on “Received Files” tab, then click on the document link to open it. 



 

 

  

5. Sending and Receiving Emails: 

D. Click anywhere inside the blue-shaded 

box. Your document files will open. Find the 

document you want to email to OPI. Click on 

the document and click open. The file will 

upload into the blue shaded box. Then, click 

“Continue”. 



 

 

 

 

  

5. Sending & Receiving 

Emails 

E. To enter the 

recipient’s email 

address, click on: 

 



 

5. Sending & Receiving 

Emails 

F. Enter email: 

adomino@mt.gov  

 

Finally, click  

5. Sending & Receiving 

Emails 

G. Confirmation that 

your document was 

sent to the recipient. 

mailto:adomino@mt.gov


 

 

 

 

5. Sending and Receiving Emails:  
H. You will receive an email as below when you receive an email from the File Transfer service. 

EXAMPLE DOCUMENT TITLE 

 


